
Quarterly Report Instructions 
 

The purpose of this document is to provide LCCs with insight on how to properly complete a quarterly report. Because 
this is the third year under the new format, we expect LCCs to improve their quarterly report based on the feedback 
that they were provided last year. Failure to meet the minimum requirements will result in a modification request 
being sent to the LCC. 

Before submitting the quarterly report, the LCC should review the “Quarterly Report Tutorial” on the ICJI website, the 
contents of this document, and feedback received on the previous quarterly reports. Below are the step-by-step 
process and examples of each section that reflects how to properly complete the report. Please reach out to your 
program manager if you have any questions. 

Section 1: LCC Coordinator Information 

• Names: the name of the coordinator must be the one who is currently working at the LLC. If the new 
coordinator is appointed, the change must reflect in this form. 

• Email: the email address must be current. 
• Phone: the phone number must be the official number of the LCC Office or LLC coordinator (please include an 

office and an alternative contact number – Covid-19 has caused many offices to be closed and therefore an 
alternate number is necessary if we need to contact someone by phone). 

• Address: no explanation is needed 
 

 
Section 2: Technical Assistance Request 

 

Please provide a detailed explanation of any technical assistance that is needed from the Behavioral Health Division. 
During the report review, the Division will address requests and provide solutions to the LCC in the report's feedback. If 
no technical assistance is requested, please annotate that in the section. 

 

 

https://www.in.gov/cji/behavioral-health/local-coordinating-councils/manuals/


Section 3: Barriers 
 

The LCC should provide barriers, they encountered during the quarter and/or what actions were taken to overcome 
barriers. Some examples can include the inability to meet due to the pandemic, the inability for programs to continue 
to do to school closures, etc. 

 

 
Section 4: Successes 

 

The LCC should describe any accomplishments achieved during the quarter. 
 

 



Section 5: Meetings During the Quarter 
 

Please provide the meeting location, date, number of attendees, and an indication of whether meeting minutes were 
recorded. 

 

 
 

Section 6: Programs and SMART GOALS 
 

Proved the program name, program description, and the applicable CCP SMART goal(s) that the funded program will 
help the LCC achieve. The program description should be clear and concise and should illustrate how the program fits 
into the category of prevention/education, treatment/intervention, or criminal justice services/activities. There is no 
need to list the entire SMART goal in the table. Rather, list “Problem Statement 1, Goal 2” instead of writing out the 
entire problem statement and goal. 

THE PROGRAM LIST IS A CUMULATIVE LIST OF PROGRAMS THAT ARE FUNDED THROUGHOUT THE CALENDAR YEAR. 
THEREFORE, THE PROGRAMS THAT WERE LISTED ON THE FIRST QUARTERLY REPORT WILL APPEAR ON THE SECOND 
QUARTERLY REPORT, IN ADDITION TO ANY NEW PROGRAMS FUNDED IN THE SECOND QUARTER. For example, 
programs A and B were funded in the first quarter. Program C is funded in the second quarter; therefore, you will list 
programs A, B, and C in the second quarterly report. 

 



Section 6: Budget 

• Approved CCP Budget: amount allotted per category approved by the LCC. This was identified in the fund 
document portion of the CCP. 

• Quarterly Expenditures: amount distributed during the quarter only. 
• Total Expenditures: total amount distributed for the year (includes previous expenditures from other 

previous quarters) 
• Balance: unused funds for the year (“Approved CCP Budget” minus “Total Expenditures”) 

Below is a hypothetical budget that illustrates the funding from quarter 1 through quarter 4. Note that only one quarter 
budget table is completed per each quarter. 
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